Out of Office
Tools

Out of Office Assistant

Click I am currently out of office

Type your message in the 1st box (This reply will be sent to all e-mails sent to you)

For more detail, you can do the following:

Add Rule

Sent directly to me

Reply With

Template

Go to body of template and put in your message

Then do a file and save

Then exit

Then go to the advanced setting

There you will put in the dates you will be out of the office

Then click ok.

Then click ok again.

Rule will appear and then click ok again.

You can do this in advance, just remember to click on “I am currently out of the office” before you leave. 

